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OflUl < jauuj 



Iaj (jLallui qm ijjJl lift <j -a Jju 

.(J^J Jjj‘ " '"t "jjjM. uj" ^Jljjyi Jaj^Ju t at , K u ul ■ 
Lf ]a Ljj^yt izij^b jyJzj ■ 
.(j&UI SULu ■ 
.AiiSilj (j^lJl (joH ■ 
.(jajJt jjjaJU JiLL^yi j (' it«af/ ^/.KW ■ 

ttij £jg\iti fi. t\ufi ■ 

.JaLuyt ■ 

*LLljL4 ■ 

.iuuu ieLh ■ 

4jml >aVl dj|jL*Jlj iJjLal£]| (j^axj 4 ^ ^ ^luijj ^ (3^ cJ^ 

(Jlj Ajjj <ilil dlLujj^l j (Jji <ja AjC-lJa j AjUajL dLaS AS Lo Amu a CjI^j (Ja jl ?Aj3 

^aL^j jA Igi 6g)J-J V LajaC. ?2 A^JL^all J] 3 A_aA-all ^ SAj^jaII djLojLt-all 
l^-iiuijjj dahnui^ll ^Luojj i _ 5 lc. ^Jac-Laj djl jjaII <ja aja*JI till ^SLi Microsoft® Word 
^k jl AlLubd) (_y&i ^k \ g a. >■«' j CjIa^LlaJI (Jaj dll ^l£L La£ a aj^jj ^aII (JSuAIL 

lA a! <a ^.Uj| \ g A. t n \ j\ £j J a_jA ^>1 dlUjl£ AjI jl (J-aj ^gij Lite- 

_^ajll SIaI^a j!>Lk (_ja Ia S^jis (J£jA (JjAju 

Brochure 03 <> iUti ^I aVhu I J] ^l *iVn» ^^jaII Iaa ^ Cil^lj^VI Jl a^uh V 

Practice Part III Lesson03 ^4-^' lW** 

^ ^ j .Computer Fundamentals gr^j^ **4^ CjUjI^ c >^a (j-ajil I 

,AaI*JI djLoAiil Contoso, Ltd (j* a-g^a^I diLoAiJl ^jc. aILuiaII Iaa 

dliiA. cLogo 03 j Memorandum 03 n/n t i 6 ^ jaII Iaa ^>a A_kjaijj g^aill JiL 

.Brochure 03 aa^L ^ jaLoj ^aII 0^11 ^ j^j cIiUIaII ©aa j) 
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^UVutil 

Jj^lall (jA AjAxll ^lAadaiU Word C5^ ^nij <dlfLol (jA ^0^)11 CS^" 

jJ=a-o c-l^.^ J$dflj ^^oSfl 5ij_)iall ' '(jiurn” dal jaVI Jaj^>juj I Add I 

^lll ^j! jiillj jljjVl (jA dAall CS^ ( *— ^ J^Vl JaJ^)juj (_£ jdkJ j .(j-aill ^lo dll^JJxIill 

Jadll ^ . j JaAJ^ Jadll j ^jJadill j o^id-all t fl^)a.VI j <1 jIa 1I Ja^ladll j (^JaJ^xll 

(J-^aill (jjlj 

£Jja 1I ^1] ^jLaull (jA t^-A "Juan" dal jA^I Jaj^juj ^jLujj ^lo SA^^^aII dAju^dl j 

.^tSlI ^^a-ida jill ^joi^)ll ^ ^dajA jA Ia£ "Jadll ^n 11 £J^)a11 j "Jadll" £J^>a11 j "InAill” 

(jiAj ( _ 5 lo oAja. _^ a 1I JdjbU ^jujVI Jjja ^ (.(jdjAll I^A ^ lla.V li\ AaSfl jo i^nwll 

_dal_j j'd dl ^j) jjj 0 uajc j dlxj^All ^ia ^jj] dlxj^All 




JaJjd ^gic- AW a\I (j-ajlL jjj-al_dll Jadll j Jadll jg h) tjluiA (j-aj AjAdi Aio j 
(j-ajll *1 ja.1 diil£ Ia] UqA- 11 U<\1 "Jadl!" jjxJjAll ^-''(j^uti n” dll jAV I 

(Jdb iadll ; iaA jl Jadll -lad jl Jadll i oVWl b| LJ .Aa.1 j Jadll j Jad dab A,Wa\ 1 
JaJ^d ( _ 5 lo <djli "Jadll kftj'j "Jadll aaa'j "Jadll" dalsu^Al! jg )Va t AW a! 1 (j-ajll 
j^JaJ cl jl^naiA j\ (JjIaSI jl (jAaJjxll Jadlb AWaII (j-aill jjtMn jl £ Ia]j ."( Jjjdn " dllj^Vl 
^ial (JjllVnj 1 jjlo "(jjjAjj" dll jAVl iaJjjai (^Ic* JafjjAll jjll 

<11 jj d^jl lij ijlldl (JjUjoi Jc. .(Jjluilill <11 jV " jidi" dllj^Vl ^l^adjal LLajI 

Jjjaii" J^l c3j^ ^ (jl^iatll (j-aj (jl jA t^Llc- Ia (J^3 ‘(jL^ L>° -laaJl (jj^n 

^L^aII ^3^- ^ <J^aldll JaaJl daljjifcj Jadll (JIa Q,W a\I (j-ajll jjnin qIzijxI 

<jjlLa c^Ii^aj ^UlUj (jjjomll (JaLoiI ^gic. (j-aill ■la.W'al ''(jjjomll (jo l_La£" ^I^aII ^aldd-ul 

.^IuiaII (jA (_^^)^Vl ^I^^Vl (_gi ^VuuaII (jj^nlU AW a\I (j-alll (jj^n 



^gJaJjji (Jj-afi tdlUil yjjLuil ^ 

."Jh2"j V^" ^Ij«I 



CjIjJVI dajijii jlj jl ~ w u„-' 
bJA jjll Jjrfiij (jjfl jiill SiC. <A*Jill 



3-3 .3 



3 :3 



jl JaiJlj (j-ajll "jjjdn" dll jjSfl jljjl ^Vu/nu t JUll ^jj^dll ^k 

^Ic- oJ i^2w ,^a]I ^ajl ^£]| ^lial ^JjoililLl 4_L-^aldJl (_]Luj!M] ^jaiVl ^A^dduj Ld c^JaxuA j\ (JjLoll 
- ^U^ij Lo <jl jic. Jaa. jjjju C V^j dll jS^\ JaJ^Hj 

."^ia" jjll JjS jail I'^li" CjIjjVI Jajj-i <^4 1 

."C 3 *" j'_d £0* jA 

4 all duljll j-o j jjjS jijl j "^i ' ;" _j j^alill (JiubU mil (jj3 jiil 2 

Ijij jijl ^ ‘Unlimited Potential -^441 <_44 t> Computer Fundamentals 
.Lesson03 ^4-51 f* 3 Part III ^4-5' f 3 ‘Practice ^4-5' oj* 

."^ia" jljaJI ^jj* gj Lesson03 -^44' ci:Ujia-a j$-ki 

."^" jj 5 ' cb* jail ^ ‘Brochure 03 ‘-*411 o* ^ 3 

.Word g-4jj ^a Brochure 03 ‘-*411 j^-4j "jua" jl jaJI £?j* S^-\ 

. Contoso, Ltd. JL^il 4 £mZ « jl ji*ll j4u, 4 

." JjU" jjllj " J-aJjC- JjjJ" jjll fjji jiil ClljjVl -4 ji (jlc. 5 

.JjUj (jjajjc- laij jlji*il j$4j 

^lal (jl (jib J*- j-all JLuaj! 4,Kt*ii ^jn<aK\l (jjS la. jJ>-g 1 jaj jijl 6 

."jokd" jjll (3j^ .J^l 6 ,, ^Jjj4jj n dl I Jai jd ^Ic* 7 

. ^ jijl 8 

.^jJJjlnwa* (JLuoj! 4 jluKll diaa-a! j Ilia* (j-aill du 
.( j-V'l t jjAl Jc. oJ j^jaJI ^ 1' <a4ia) ' V'H 4aU'i^ jji Ijj!>Ij Ijii jijl 
..Vnuxill Ji.b I ah ^ (_41£1U j^aill jgJaj 



J==JI J=-i Word jj 
■ I =^ 1 c^j Times New Roman 

JjUjj mV Ja \ jjal ilic-lS y=ii 1 2 

^dwll j. 72/1 5J=Sili 
^aaj (_>4ll Jjl*J 
.^lijj'Vl ^ 5 ^ jj iLaj 1 2 



JaijJaJ iia^ll j-aill Jc "cpaJJC 

i Jialbj .Ctrl+B JjjUali 

JiU Jaaj j^jll 4jtiS i J ViS«j 

.Ctrl+I d 



.Ctrl+U 4 ^’ajJ jJ d 



9 
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."JaaJl" (j-aliJl (JiuibU >»\l (jjS jAjI 4 M dll jS)l\ -LaJjjai ^^Ic. 1 0 

.Sj3 jlall Ja jJaiJlj 4-a jli j$JaJ 

t 1 AGA Arabesque Desktop 
It Aharoni min T-ON 
AkhbarMT JlxjI 

1? Andalus l=J^»l 

^ AjigsanaNew 
'tjt 1 AjigsanaUPC 

^ Arabic T ransparent j ok 

it Arial 

9? Arial Black 

"9? Arial Narrow 
3? Arial Unicode MS 

'i Batang 

.Arabic Transparent oj® j*j' j <>*Vl ^ jl tel iJi-V ^ 11 

.Arabic Transparent J! t>=^' 

(jSc.^ "JaiJI ( v>V (JiuibU i nil jJjS _)iil « V-M" c\j&\ J^s 12 

■(12 £J\ u- 

_JajJaiJ| J ^ -J ; 4-ajls Jaj 
'8 a. 

9 _ 
lO- 
ll 

EH 

14 

16 

18 

20 

22 

24 

26 _L 

. 1 1 oj® j* 3 ' 13 

M* 1 1 «>-l J-i Ih^ll (j-ajll (jlajc. 

. jlla (^i jSjl 14 
.1^ u-ib'js^ 



iaiUll iUsVl J 

jjjjfdil jt^a. 4-uilxo "Jadll" 
JaLajVl (jC- L 



Ac. jjlo "JaaJl" 4-ajUll ^ Vjl 

JajkkSl I^A ‘Jij* 



f lS jVl "JaiJl A-jlill (> J*J 

4 11a ^c. j 4u*ljldab (jllj J^dlb 
UjJ dibb jq JajJsdil w" 

Ai£ 0- dllj ^Lai Uu^j 
^J^l cs^ ‘- J j“ a ^l 
,(10:5 ^uSJj) 
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^jc. L_La£ M JjjS /'(j^Ajj" ^AjlSill 15 

.Aia-all (j-alll ^juan Q^ajC’ £a ’’^jnunll <jc. L_flja£" e-J^- J^aJ 

ii-i 5 ▼ X 







ia-OOJI jJt-aO i»X>j □ 

^Sn^uuUiJI OLo\L& 0315 jl^JbJ □ 

£J^>a (Jlo jljaJl dlUalfijl 11 a <—^4^ 

."Sjaa" jljaJI "iai." jljaJI 

."jjpteJ" jjJI JjS Jijl i" t jj JJ uj]l Jc i-iiiS" e- ja. 16 

/'Jjn.nll (jc. L-Ljo^" (j^^) ^4 

. "^joiU Jai^." Jjja jajl t”c. flU” <Ajlall <ja 17 
."^uallj hiV 1 jljaJl £JJA Jg hj 

. "Jai^." jja ji j! 4 n jj^ Brochure 03" ^4 18 

a aiLuiaII Word ^ j4 

>t5 iUll ^LahVntiV LLjjLo i flUli l.l£J Jaai^.1 
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( J^£- djaVI AjIjjjLj JjjJaj 

lAA (J£ j ”SjJ» is* "iaa. A )-h»hjJJ ,, j i<a"j L-fl^^Vl dlljjjb 

<.“ ll ,a*u ^ii*j ("Ja^" _jl ^aJl £J^-a ^lAadJ Ale. cciil^aj La£ _ n Ja^. M ^jl ^aJl £J^)-a (J^La. ^a 
<j-a J e (j-alli ( _ 5 lc. IgqnlVl (Jj5 Saw .all dlLajaill QA 4_hc. t^UVsj (JlaJl ^ SAAada 

jl (Jlla-a (j-aj Jla 4_*-alaJl dll jjjllll JaA9 "Jaa." jl jaJl £-Jj-a (J^La, qa A^llall I dlLajuill 

. jLlwiaII (j^alll (jjlj cd J±jA 

^all t'^juan" <Lallall (j-* J 4 q j > n n Alkali (j-alll AiAdj t, 1 vsj t"Ja^." jl jail £J^}-a ^lAadaiV 
^Jajjai ^IjIIjj ."Jj^n" <LajlHI ^j-a "Ja^." (jjjS 4 jIj£ *Aj (JiS jl "Ja^." 

S^a ojjjyHj jAj (jl J] "Jaa." jl jaJl £Jj-a ^ 4 jAA^, (_£a! 1 Jjn*mlL J^aldllj <jj£j ^aII (j-alll 




(_^lll (J£jA 1I "AjjU-a" £JJa!I 
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.iVUi© SUU-a 

4_jj£j C5 lc. (J^\ SbL^xll <Una i ^hVnrtl ^aJJ 6 C5 jJaljAaVI «il.iC.^U lIs j 

11 I^J dllxjaAl lA'& A\ cil] j £X , J (JjUlgAl £X 4'tl M "v a ^JJ ^ J — > *1 \ \ J |jlA ^gixj J 

(Jli 4 U t I n J\ (j^iill ^IjjJ ^aJjj a' M •S. a\ j\ jLuull ^J) SUl^-4 jl 

jLoull Jj AjIAL^x dlxj (jk\\ (j-aill ^JJ ^ C(_£ jLuiAllj ^jxjVI j ti 

df^xl^Al ^j±i 4j\l -N.\i 4_d_ujx]| Aa^JjJaxll ^aill vLoJ LoliJ t^xujVl (jxxlgAl ^Ao 
A- sllSlI .id JjjS co^aall (jl£x ^1 ^ ^)ij| olil^xl j 

."J^" dll J^VI AaJ^ui ^Ao 

4 ftL V tAiiah ▼ Arial . 10 . [J|. B / U ff # |9]B Ji - | 3 E! * * 0 - £ - A . T 

(Jdl S^jfiLoll dljUxil jl L-fl^-Sfl £-a (_>d J ^^K\l dlljflill £X olAL^xll jljjl ^aldLxJ 
(J£a .SliLa-a 4 j! J^nlaJ JjS o^)fli!l (Jdl (Jxl^lL (j-aj!l ^1] V t^ljl Ja^.V j .^Axdl 
.Sjaall Jdl <jl£x (_gi ^IjlVI <Aaaj ^jJa jl jaill jA 4-jI) ^lAaj lx 

lolAKx'l c.** i\ xml Aqll^xll AjujSH £*J jjVl ^lAll ^ ^nJojAll ^jjj^>II (j^a^)*Jj 

d d 11 uAsjSJ "AiU^U" gJ jJ Microsoft Internet Explorer 4^ d 

US ^-aUjJ jli-aJ dJ AaUJl (jjJ UujSSYl JJjUJ l^xU* ds-j j9j J CjU ijSaS aA4 (jl Uuak 

Cj^. 1 CjlkiLj 4 jUS ^ ^lilL JjSjjI £-1 jJl Jc- H JjjS3J M ^4 cUaj 

J] *5Bj d ^Jjjijyi Jty^ AlAS. ^Ijj ©Us! j^J 511 (> Va> 4 J^aij 

yk ^ cjUjUI "AiUaUI" jJ Microsoft Internet Explorer *jSj J 

US .cdiiu 2-olSjj J^J JJ U.LJI jjj CiSJisyi jyUJ I^U Uoj j4jj CjUjSJI »4& J CUa. ^ISUij 
U) ia.l Cjllnlaj 4_iUS Jc- ^jliUa JjSjjI U-ajflll ja4jJ Jc- "qjjSjII" ^ ^Sjj-ll a^4 ijxu 

ij jUw JJ ^2j d ^Ujj3jy I jd*-« ^-sJ <LIS ^-»l jj ©UsJ ^glc- jjSj3ll t>» V.sj nju»ai j 

d^ 1 "^daur jj ^uiS Microsoft Internet Explorer ^ d 

US .(jUail* ^-«LSjj jl i-aj dJ 4 a-UJI (jjJ Cjjjjjy I jjjUJ 1^4-® Uc-J j9jj UiUjSJl d (jl Una. t^lUnWi 
Ul.ia.1 UjUnKi 4 jUS JjSjjI U-aji!l ja9jJ Jc- "(jJjSSSl" (^3 <SjjaJI 0^4 cA^O 

(J jSuL® (jialiajl dJ ^ d < ^-y a - Unjisyi JJjU* ^c-jI 4LIS Jj ©USJ Jc- jjSjjll c> V Jj tiJUaal j 

•e-LaJ «j» 

iijUjiJl "AiLiu^l" jJjJI Microsoft Internet Explorer ci 

US .(J^ais^ ^_aUjj jliluaj dJ 4^-UJl (jjJ Uijjisyi jjjU-u 1^4® Uc-J j9d UiUjS-Jl fij)4 (jl Uua. t^lUnWi 
ija.t CjlkiLj 4 jU£. Ja ^l&L jlS_>j3 g-J_>J ^.jill jjSjj Jb "(jijSill" ^ 4jj_>J oii 

if L >i , 'j i j | tfl i4Bi j ilijJijVI jtyU^ pJl 3i«l£ g-«ljj eUljl Jb jiSjjll (y- V^j i cK^alj 



/ j ll 4 U| ' , >. IJ jLuull ^jlj j^oJl ^_]l A tl M -v A J j^'ll Ja4joi jAj t^lAll jjjdll 

.Contoso, Ltd. JL-^j! aSjJj iJjVl jLiu 1 

."JaJiujj" jjll jJjS jiil l" ( jJ JJ Uj" ClIjj’VI JaJJ-i (jSc 2 
a UiLuixll Jaujj q\ ji*Al ^)3ajai 

. JjVl s>ll ^ 0^- L?' (> >' 



Juxi 4(j-aill CjUjoi JUJI jA US 

^jaaJl (illj (j^ AjjjSaII (j-ajxxnll 
oAA (JjjtUj (-_ilflj| ^jj (jl d) lA&UaS 



3 
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jdjl Jl Slidd 1 jjl c 3J Jjl t” Judi” dil jjVl Jajjd Jc. 4 
.^xitlVl (jdalgJl Jl S Jail c^l^aJJ 

Contoso, Ltd JL^jl <Sa*i 

AoLJl (Jjl£LJ Jdo <jJaji=^J (jjjliWJl Alio jja jj L>hjiJ ♦ ? lc. COntOS , Ltd. tllimub 

4+*n ix£j 4j*Jl Jer'jZ Jl dldl JLoc.^ 1 bL^J^*l Ji \ J 
.cS^J bjljl^J 

j*AcKt>JiJl *l£bSl ^cUloUtwVI .*«* 

(j-o ^>£a. lliJteAo -CoJflJ Ajirti^lB (Lljl^aii liiajC- j Animal JLiC-V Ijl^a jx»j * LjaC-Sli LoJJaJ (jmiil I jfe (jxu-iOJ 

jibr.j ^Ic. Jtbf. >1 .xVjfl L^Ltei AU/r^i iilN cIiUl^LJS ■bjl.UlJ tllLaJi. (jdl Jj9L>li Jxla j-n t 

CjLo^JI ^yo cJjjxaS j jl ilia jll cs Jc. c_)L»jL£l£ ( j* cjajf I (jJc. % A* Jc. ^UJ . liijluLo 
if\ t>cl)U (>> .ijJ* Jc; dd^l h . "o^jliLo cL-oC.1 11 (jJj^Vl elkiC-Vl Ail£ jJLJ*Jj . -LoUl LUl£Ui 

J 303-555-0120 ^Jl Jc- d JL^VI .<_>dijl dj <db ^ °-^L cL-^l obJ^J t> jjijJI 
. someone@example.com : Jju&tyl jp 

Contoso, Ltd. 

(JJ^jUllib AaLiail (Jbd}f I tllLo^k ii<u_blo -babJl (JjLa^bJ dd* (_s* ^LJLul C-llb^a. j)a Jii iLeajI COfltOSO, Ltd. ? jfa Ld 
(jld Jfla «iU£io tliUli. Jd aK J .-OajJI JJC- Cb^JudljdLoC^I CJ&Jrtj (llLuilJI t> -d ^0^0 Jl Jtc-^lj 

o^oSl ^oJaVb IjjJ* ALbrJ Ob^oO- I** *1^1 A^lP ' J bJ^LJ cJd* J <JJ=£ L A£>ii 

. tJ&5 ^JjJJ tlLiUa.j JJjJldl £-*l JJ (JjlflllLj ^1 

."(jjlAlll Jj Sljl^-a M c3j^ t” < jj.i>.di tl dll J&\ -lajjd ^^Ic. 5 

ti jA . jVl (j^l^l Jj S jaall Jj*j 

."Jalua" jjt c3J ^ J-&1 -^3J^ Jc- 6 

d-oj V dlu^. tSjaill J Jauj ji.\ l^c. j ^^-ijl (JjLoI _J 1 Jl S Jail Jajuil dd 

1 jjaxdl ^ j*-aal 4_ij£l ^ujjVl (jdajl AjI^J J] Jol£lU 

Jl (j-dll SjIc-V "(j^Jl Jl SljU^" jjll (jJ Jjl d'jjjdj" dil Jvi Jc- 7 

.ajJvi sijudi 

(jj^dll J A^Vnul ^Jl Id JL® Word Jaitdl .Aivlc-jj dlaidl l^A i ^3 8 



ALd j tjall) ,jd 

^)dl (J Ajtdajj AiLoidl (Jdlj Lo £jJa_^Q (j-dll (Jad ^ Jj tAq^lj dc. 

J AalJVl djU Jxdl jl Jj JUlbj .cdllda ^)dl ^3 ji dlaidl (J^iaj (_)dl J 

^ nil uiVl qa Ai^lII lilLiA j .(J^alll j ^tjaull JnLaC. J^ld qa i .Vrn*wa jl ^>dl jdaj-Q 

A dlall "^"j M ^-a3 M (3 J Jill ^1 |4 Qi^>\ j ^aal 1^-ol^dLujl ^jdoJ Jill 

Jl (_jJ Jjll ^1 AJalLaij^ ^ill ml ^jmjLoJI ^lidball ^1 

J Jljjaiill Sjjda J Ja Jail ijlldl (Jjfui Jc. ." J >ml J 1 dll jjVl JaJjjjj Jc. "j-al" j 
aiaJI ^J^jl di^jll jajJajj L_ajjui j _A^^)dll jdl di^jll ^ Ji Contoso, Ltd 

^cjoUJ S^jjAaII ^Jlui tlil .A^Jdll ^Jla^A Jc. (Jfi Ja \g »j_jJ A_iidli S^^Aa Ja did J xa 
diajl ^3 did J xaII Jl^Ij ^ Jdu j AlAi. Ja 1 ^ “<^1 ojlc>l Ja V Aj d^S>Aa11 Ja did J aaII 

, dl3 Jl j43 Jl AjjAad ^ Jj (_^ill J^jaII 
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^ (jgk AhJ j-aill qa $jj£-a n>n (JaC. ^li c M £Cjaii M j^Vl ^Ididml .lie. 

•H^aII j-ai3l (Jai ^ i'^j-aS" jaVI ^l-lidujl .lie Lol <buJajx ^ 13 j ^. ja j-ai]| ( _ 5 aii 

. J* C5^! < *^ Ja >* C> 

dLaS (_^31l ji>«Vi»\l diljL^ 11 jjll J$ hj t”4 hal ^\l" Qjd La .lie 

jl j^-ai dll^lj^V^J 4-ail9 jiaje ^gij dll jU^." jjll (Jjj9 jfcll (jljlj 4 a. ^L 

4J»a 4-ailall dIA lJ^j J - AiLa] (Jill jinVwrti (J-alsdll Word J^tijl 1 g o.'W’nuj 

j]I i^Ua\'\ 4 <L1 Lia" j H 4 ^ -n. ,^]| JaLail ^l.l^dal| ,, j " jIx^aII (JjljamJ Jali^^VI" )AjjVI 
(j31l j^aill ^juinl <lpj 4 jujaaj <£jjla dlljU^Jl alA till ^».laij .'MaSs j-aill ( _ 5 le eLaiVI M j 

4 »>xl ij VW •* j-a9 j^J ^Jl j>a V W ^ ^aj ^jaiii ^ ijiLi (^ilHlI ji jd]| ^9 

> AiLuia]I jji9l (_}^|j 

."^ja" jjll <jj9 jail t" C!? jaiU9" dl jiVl -Jajj^i 1 

.Lesson03 ^4^' diLj^ iL^jle "jds" jlj^JI <yj* 

."^da" (jja jail j Memorandum 03 ^^*11 <-^l ^ 2 

.Ldlall ^uai Word f Jf} 

.s >idi o- ^udjii sjsai ^ 3 

."jtwii" jjll <jj9 jail t" C!? jaiU9" diljiVI -^j^i 4 

_o^.W^ 4-iuUi jll Sjaall .(j-aill £tuii <dl J14*J Ld 4_ u iL u Jl (JJal 

.Sj£3*]| yfuuA JpleV "LpteJ" (jjS jail ("c-aL" 4-ailall j* 5 
.jVl j^. j-all Lli^ill .Vn»i<ft jg hi 

,^^/je jj j^alll 4_aK Axj ^jjjoLoil Ajlgi ^ jail j (JiuiV jij-dlli ^9 6 

.u^ 3 (Enter) J^VI Jai^al 7 

JJJ&I! jJji^al// <-al£ (jLoiV jijlajoi (J^XAi 2[lj^VI 4-kai dijaJii 



jl ^Cxdli a 4-aili ^lladuV 

^ jbJl j jj jSjl t^ g^W lj (j-aill 

Jc-j (jjS JaiVI 

"(j-aS H (3 jS jSjl 46jx<aji-<Jl <Aj\ill 

ijjj ^j^ii j^vi^TjUi 

a^jUII Jc. J Aj3 13^1 

c3j3 jail tej^ala-Ail 
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."cM" jjl' oj* jfcl ‘ VM" 

■ j*J^ ‘-‘^4 £*>4' y* V* ^'j- 2 ! (4ij ls^VI sjaall (Jki 




■"cS— 551 ^'j4^" jji' i3j* jail 
.<3^1 CjI jUi. 3-ul£ ^us 



jJUA#JI IsLlsJ^lll 


o 


i^jj-^jiJI IsL>j l i»l 


@ 


ijji-iLb.j 


o 


IaILIh ijdijJI t LiijjJI 


o 


... JnyjAjJ j 1 Ift^j 





.10^1 

.CiLjLJIo* JjJa1I-i U ^Ijll Sjiill ^ 



8 



10 



11 
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3 o- j^l :3 



(Delete) ^Ui« .laical J "(_>a3" jjll JjS jljl l" t _ ? xuLi" Cslj-iS/l iaJJ-i (jlc 12 

.^LbVI £ jliSI jkuJI =UI jV 

."•Uaslail" (ji 1 g * i >1 J ^aJJ J Ajlul^ll (Ji.b Igjtaja Jal jal Sjii]l “Ulj] 

.(tliLaiiJI 4aojla ,^3 ji^iir- jii) ^s/j£ ^jlall jlunll ^ja jiil 1 3 

l" t _ s jaiL^" tllljjVl JaJJui <jSc.J ^ jti jlauU S jaaJI (Jaaaij (Enter) (J-i-iVI ^Uia laijJal 14 

."<5^" jj 1 ' OJ* J»jl 

.djlfciill 4^ula -i*J Jj-laJI £^3 jaJI ^ SjSill j$lai 

till j ^Wim J (jUc-'iL ^La!l UL'-c- L Jic 4£jm!I ji.tj m'l 4j,.aa uni iljLcJaJ ^jjSCij jl=J 6-ie-li COfltOSO Ijjajj 

^Ujl JaU!l ji ^jliij cU«JI Jsji ok l>jj U»j. u*^ aaU.Ua.1 ^jil ^Lakjlj S jSjjJ JjkJI 5JU1 SjjaJI 

.jliil jiaj IjEU Sjcluia 

iContoso, Ltd. Ifr** ^sl i*51i LJ 

SjaaJ iiljl^l 
L.UI ,i£Luj 

cSjJaill jjLaaa Si*j lilUi 
_ J^J ijJ 

(jijlaJI j |jijj»il 
^jS jSljaaliiJ 
lilLal jIjoJ 

Vl-Vil itfcUS 

^l>jSjiJI jyj^l 

je®- j' 303-555-01 20 fijS ^ 1 <j JL-rfSI .iMjB dj V s15 s -^4 ci^l ^U$kJ i> jj>i! 

^ . someone@example.com 

4j2kJj JJC- d**J ^ajwnuj ^ui £j 9 b jjfl ‘CoiltOSO, Ltd. Jb-aSl ASauj ^iLbj 

4j5jaul« 1 I 1 L 4 J&JI (j.-.-y-'jLi' lbf-,1 l ---iQ (j^| (jxj 4_alaJl clalj^ A Sl ^ jluiuLaj (Jlt-aj^l < a.^ j (Jluaj^l 4^iA L£ J& ^Jlla jjSjj 4_*jU 

.AuiLauiil joj 4lLia a laJ ^ ; evLoail 4_ol*Jl LliU^btil tjla-a AJlail S bjt=Jl till j tliLibiJl Jaa. jySjj 

"iia." jjJI Jja jijl CjljjVl Jajji (^Ic. 1 5 

.^Ull ^ ^Lab^' n»V 1 A. jjLc L aUII Jafll^.1 

jjjaa] LlluiVl J 

4 -^1 -s\| ^jjAj j (J^W C-fljUa^J JalLuiVi J C_l^jaili C-J^LujI ^Ia^ILujI 

V jl L-lilLujI j-a (JlaJl jA La£ j .jijjVl r l^l 

(3J^ ^ cJaUxuV^ j b_l^_uJl L_J i^Luj! ^nJalil _L_J ^Dn^all 

, ^3 _j-a Jj.wMI jj-ak^ t*s mj ^aJ jj ^ j«a“nnl j AWalt 
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..Vi'im (Jal-i (_^aj (Jlil JalLaijfl j t- 1 -muII i_J JJ J-snal c ( _ s -l\-H5t (jjjadl J 

. JISIL j i-..i' l XAaj] ( _jje Jjjill Jjyj^ill A-alS Juu Jc. j Wil l 4 Q 1— ^ (jjj Jjl *1 

.^xujVI (JmjLoJI J j jl JaiaJalj bbajl JJ 2 

■ jLd! y* j-o t_a JlL 1-iVu (JJaluwa jg i-n 

■Llil j AliiJuiAjI (JUft-Vlj fLall Je- ASjujII jafj i JXagd 4 * sn > nil ilnl II j*jJSGj jtaJI ^UjA^I fljplj COFltOSO plffi Ijiajj 

J ^uUSI JoUl j4 J&J JaJ LSji u4 t» l>j (JuUJI lilaLiJ Jj Jl i^UliJI j SjSuJ JjkJI fiijj 4jll»J SjjsJ 

, C MI liliaj J* bECu* Sj*L«» 

: Contoso , Ltd. J ^L=Ji!L Lull J Lui 
SatauJ 

l.u 

jj^iSI jjL^ SjL j 

J^VJI 4jjJ 

i-til iiJ=.Vi 

LjijUJj L)ijJ»l 
^jS yij* 6 tii| 
jjJjiS uliil j|jc-J 



” V>-«vsi litssui 




■ijJ _f> j' 303-555-01 20 (*»J* J» ^ rJL-=£tl 4lXy .lwU 1 dji Oj^k*- jmSAJL J^ai ^LjkJ ,> AjjJ! 

.someone@example.com Vx^ 1 

M 

_ Jx> jt~ 4— if cUf I J JL-tfJI 4Sfi J ..iUsJI J J b jjl c Contoso. Ltd fJJ iiffj 

4_j1^j J Uai^U jU. .,» ^ujLa ^ y ^ ' ^ iJaaidl (J Jl- ..^11 i t^j^aill < ^ . ■■■j J 3 

. (dsLo-laJI 4_Ajli ^J Jam Jcl) -Cl iaaaa// iCj/ 4_/d£ _J S Jilin "(Jl" (_i^aJI 

.tjijLJIjj jja 4 
.Jj-lJI 2f^a]| JJ Jj^aill Jaib 

"iia." jj]| JJ Jjl t "^gjjiUS" CjIjJVI Jajj-i Jc. 5 

.^11*0^11 i Word ^ 

.JU1I ^ ‘LahVnxiV LLjjLo (. flUli l^j hirO 



(ijS (J^jLaJ! j£ja tJaliuiVlj 

^gic. jIjaILuIj JaiuJalj A.I^all j-ajll 

c> WjUljj 

J) ^ fj 4 Ctrl 



liA J (J»illj I g u . t-su al Jill) "Windows 4J^I^"-(jjjJaaLi. Office XP g-d-3 j} ^ 

® >dl J Jaia Aa.1 j Jjiaj jjJaj "Windows (j^LiJ .Office “'daS'-^J ((J4 

40ia.ljll o jxll J I 24 J] J-^4 (jjJaj jfLua "Office ^dasi^." Lai .oialjil 

^Jc. iaSS ' J ■ ^aliLa (_^iul ^)xVI (jl ‘ ** 11^- ( ** il lH ■ '^11 jJI j . ^il II o 1 a j^a (J J ■ ^*1 Ldj£-ojj 
s ja. JajC. Jl ^ll-slia tdj£]j ."4 iia'-dl" Jl I jajo -A q > ■— »\ jl A •>.»! J I II 
,<Ciljjla-o (Ja jc. ^ "Office ‘'-liaLa" j»Jdl 



dilinlil J "Office 4iala" jjjjj 
Excelj Microsoft Word 
.Outlook 2000j PowerPointj 
FrontPage J sjja.^ jjc 4^1 j 

Jl V £-1 JJ 4J J jl 2002 

.Office XP 
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3 o-j^l :3 



<t> (YE 6- 1) ▼ X 







. Ctrl+C h ▼./■>! 




Qjf ji) a^j^yi 

IIa jl£ 111 J-a jAi ^£1 jl (j-aj]l J-g ll^>^. Jjukq'n (Jjl n 4 h^l «sll" 

A y\ -y } j^J Cf^ (J^ L$ S s “^+J .diULnll Ja (J£d (jl jl ^**J Jc. S^jUc- ^)j-ai*JI 

|1a 4j]| ( ^ajjj ^1]| ^cgU^II ^jJajj 

^1^-gII f. j-jS i 4 l^xn tjL^Jl IIa (Jjxjujj L_fllSjJ <U L^. . 1-^J ^UHl g^UjJI ^I^C'j <11^. ^ 

."jjj^J 111 A-Gjlall J»g "Office a ^ ^ M (Jj3 ,, <JaalaJ| M 

^Cjaij (J jlal LgAjxS tciUU J Aid l^)j^aic. 24 LfcO^ "Office ^ h^l V JI^-gU 

4 U»g\ "v " ^ JjVl ^-aj*JI JaU^J *1s_jj d±l£ llj LgC. ^\\1 > 5JLujj 6 25 

(JaL^JJ c"^! V _J*^I C 5 ^J Jj AiAaJl jj^al*Jl 5il_jajj "OffiCG 

^cjouj l^a aJUII s^-gII ^ <UaalaJI ^3 (J J)}\ \ "Office 'dasl^." 

*lilj" (3j^ _J*^I 3 JIa. ^ LgI .Ap^Jl juVmll AiljJaL A l-n^l *s \1 ^jSj j ^t-aU^)J <_£ I J*g 

"Office a J] cl^jauj ^ jflj cSaia^. j > ^ ^ 4j 1 AiLjaj ^jj j] i"jfi\ 
J^jaj (j lj .(JjS J-g l$J 4-1 J^-g]I j^ \ l»\ l (J^a3 jl (Jj^aij "Office 4-^^" J C. <L*.Law» jj3j!L 

(JJaj <4* ^v-y ^11 J t ^»l w\i Jl .AjlLa-d "Office ^daSl^." ^L±k*aJ ^>1 Sja cill 

^ Office XP g-«i ji <y^* f "Office 

."AJasLaJI" JiJ "diljU^." l5j^ ‘"Office A 

Alo ft It 2 ft Office aJ^L^. jlfJaJ jl-n^l 6( ^U ^Jaj ^Lajlall dll jU^. (Ja 
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. OffiCC *cla3L^. jlgJaJ J £-La^j jLii^l a\ jl '. ^ \r. 1 -C . .' ' j| Jjj j * -nV- 

(_J ja]Lj 4 >al tall (_^a JC. ^la t ^Lmi// JjC JaJ^JZ L—l j3 HLzJI JnJ jt flk Aic. Lai 

liUiS . 4 -^,,11 j! ykj l$ja ^.jij o j-o J£ ^ Windows -k jJ; ^ 

(j J c . Ja j ^1 jjL j»jij cs^llj "fl&kl -k jL. (^Ic. "Office 4-kk" j * j jL$kl" jki.1 
k.jjLa " AkalaJ I" l$-ia yjSj s j* (j\ ^ Jajll I k> <_>^ jc. .Windows -k >L 

A Lai -v " q^ 3 jxi J^c ILa (jjS LkjJja Ijaj jlill liUj Jjlj k&ajj .Office ‘"’La^L."' '^ 1 

."Office 

La^UUj Office *k>b- [>7] 

Office Sk?b- jL^sJ 

f l^JI ky-i ^ "Office [7] 

rkojJI 0j£- ^U_<JI kyk yy* iiJL^JI jUli.J | <✓ | 

"Office ‘UaSL^." A y \1 » a A)bf\ jjj "^JaaL^Jl" Jajjjui ^ jSj t Jllll jjjAjll ^ 

."Office ^JaaU." jfcl «"jd* 3" t> 1 

/'^JafllaJl 11 ^1 $-a1I ^ 

^joia" jjll jja jijl 2 

."^UaalaJl" (J^b jl lg >.<~A jx-alic. Aj! ^JOIA ^UJ 

UajLhJI T X 



Ipf Jill £t_uJuO i a jiji 
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3 o- j^l :3 



i— iLoll i"^ua" jljaJl j-o ."^ia" jjll (jjS jijl ^'(jojUa" tlilj jS/I Jai jL Jc. 3 

."^ia" JJ3 jiil i Logo 03 

juij Word (*j*j 

.Contoso, Ltd o=^' 4 

. jLtuJI 'J ~ Jc. (JjJ (Jja. CAjujm Jg h’i 

."jtuu" jjJI tjji jiit CjljjVl Jajj-i Jc. 5 

^ic. ‘LiuLiill t t -I a Ij Lj Li£ Lftl ^1" 4_i.l j J_ya £tuij ^JJ 

."^JaSlaJI" ^_J jijLa A^.1 j j. -»V- Ai . jj . ji<-ii»ll (JjJ 

(Tt *. 1)UUH3| 

. jl.T.MlIl ** " ■ • * Jjici 0 

. tllajll A Tima jLtuill ,ffin« jJ-^! fJJ 



<i> [\Z a* 1) rau. ▼ X 

^ Jill £LjuUU0 



!o_Sl.^JJ l 9$9 >&il 




(jjll Cli2>JI Anma L>^ S^aaJI AiA^jII <aJ=ila (^3 ILjj^o I jlj jiiil 

. JLfljy/ -iiLi ^auif ^jJ/ <aLjaJ _J i Ajj 



7 
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."o=a" jjll <jjk jiil CiIjjS/I -lajj-i (jSc. 8 

e ja. ."Office ^ jsJJj . Vnuial l ^ £ jSaJI 5JI jl 

. jVI Je "4±iLl\” 



C> (TE- it* T] iiiiL* ▼ X 





JSJI ,^t_...jj:i , JSJ 1 , Ji.il 

laJL^aJU Jjgj >£jl 


_d „ 

1 


LjjI oiwi ,_j\JJ 5 ji UsJ ®"l 

£G9 Uj>9 <. ContOSO, Ltd 
, , OLojjUJ ,':L_...jji 


ifrrff^l 


i 


r 



tJL^ajI 4 (jl pistil ^ "(jS" <— fl^aJl 4 j1.1j jajl j .Vnm<a\l C-V ^3 9 

.Contoso, Ltd 

.(JiuaV (jljj*Jl ^-ll J* ( 3 -Sl^J (Enter) (J-^Vl In» * >» l 1 0 

. E t .Vvuii^ii (_gic.i jiii 1 1 
. jUujoJI j**Vic. (jjjS jajl t n 4 h^\ ^kll” ^Ig-all (_^3 1 2 

f jl 1\1 u j-mJ Ij jailL ^3) .j^jaII diaall (^k-i (jVl .Contoso, Ltd J-*-*^l 

<. (ji jlxjjill £jJajl 4^>-oVl 

d/LjJa, t^llill (jl _^i*Jl ^ jUJl ^ajoill (jj3 jajl J (Jiul'v *13 

.j*J £Ji e'j^V "Enter" J^Vl Ja*^t ^ t Contoso , Ltd 
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3 o- j^l :3 



^ ls^' s J»»il (ij® i"3JasLaJI" eja. ^ 14 

..Vnuuiil (^3 (JjS/l !« Jioii S^aaJI ^Ijj) (>JJ 




m 



^jolo" jjll (jja ja j| t”A hqK\ l M ^1 $aS 1 gJ 15 
."(jplc.)" jjll Jjj* jajl 4"<kaUJr 0* <jjI jll ^ 16 

."4 ^1$a 11 e ja. (jp^! ^ 

_ AiLuoaII hsV "JaftV c3j 3 'J«iVl .laJjjai ^^Ic- 1 7 

.aiLaaII i Word 

.^Ull (jj^Ajll ^ <AhVni.iV tV. jiiaA t, WaW Jafll^.1 

(j-alil LIajVI (Jjjiaj 

OjULj <4C.^)i]l jjjU*]! o 1 a O' J .S^^xIa <jc.^) 3 ^jjjl_ic. ^Jc, ^ ^Luajh 

^ic. SJj^. ^aII dlljUL J.Vy^l 0^ V-^3 .(J-aill (_5^h 0° L JaVjj J. >«<V' 

^LajI hVl^Aj c AiLuiaII LS^jP o' J^ 0 J* (_5-2 ”(3 * JaJJJA 



(j-aii I ^gic- SJ^aLLftil S jjaaJI 



O^-fLo jl J ,^a!I gj-aill ^3 O 1 ^ o' <)aaj £_i-ia j cJaAllI c-LajI Jlxj 

"JaAill" jXJ^aII (jLuibll will ^ tJaAill QjjlV <1 a IAju 0^ ^HjoiaII ^ 

.djljd^.1 fJ ^111 JaAillj (J-aill (Jj^xJ lillj JlXJ ^JJ JaAill 
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j ..VfunJlj L_illa (jlijL 1 Word ^ j£j AjA^. '^** Utl<Q Ale. 

^9 <UjS] 1 Ale. j _A_J 4 -v\ 1 JaUl^l (3^ <lr -J''^ ^ ^ic. (_£ jl^4 1 Q Wi'A Laliilo IaILuIA L-jllEll 

diUlSll ijjmn ^aJJ j ."^aU" ^g-aj-uJ Ja-dj L-fl^^Sfl aIac-J ^jj c^jli AjA^. ,Vnnu 

tjU^ £* 1$j1aU^> ^jj US tilai! 12 Times New Roman \ $ yfc 

.JjjUlS ^lAkloi^U 4 ^ ^ l_g_La 4 j^\j tiaUll 4_ui <<d. "Normal" 44 SUII (_5 j!U_J 
^ jA US "Ja-dll" <Ldla]l ."jj.n" dll jA^l Jajjd (> 5 lc. JaLdVl c-Uuil jjj j 

. JU11 JSdll 




d t-laaJl (jj! j JjUII JaaJL 4_jlHSll j jUuIl J] $1 aU-qj jp. (JU w ** l\ ^<m> ^ AjAdi c^ljS^J 
0 \-£il]l Ja£9 V W a A^l j _Ud ^»lArdujl (J^U. dl9 i^ll ^oSj ^9 dlUuill oAA (J^nJaJ ciilS-oJ 

t"Ja-dll M ^j^aIU <j-aUJl (jLuiblS will Jjj9 c M 1 ^j-dj 111 dll jAVl JaJjd C5 U j <1 j9 ^)£jl jl 

JS 9 C(J-olS]U S^)fl9 Jc. Ja-ol (j-uJaJ ^9 due- j U IaIj .‘LgIa^SjujI Aj^jj (_^a! 1 Ja-dll Jjj9 ^)£jl 
4 a * 4 oil Jadll ^jujI ^^9 ^ tfi^a^ll oAA ^9 ^jliU ^1 ^9 ^kii ^jl ^A U 

_AjAAa. ^All JadlLi lAc.Ua9 (jdaJl <A1 ]a qa AjjSj (_£a! 1 (j-sdll ^Jaj _4 _jUS]1 
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.^1 >11 iUsVl r . jS3 < ^llfll Ou^l C5* 

<^1 i^lj£ j&m iI//<a 1£]I ^ <jd* ^ jajlj .Vnu^l l ^ JiwiV jjjdLi ^a 1 
..vru^ll AjI^J <j-a c_ljallj dlLa-ldll A-ajla jx-alic. (Jjl ^d*j 

(jji j£jI "JaAjll" £J^a 11 (JiuabU ttill (jji j£j| t” jj.^UJ 11 dll jS^\ JaJjjoi ^^Ic- 2 

”3 u'j^" 

jjjlll jJjuVill” J^)Lall j In mil ^^Ic- gjl -AaldJl S jSill ^^Ic. Ja-dll (jjJaJ ^aJJ 
(jji j£j| ^ali ("JaAill" £J^aIIj (j-aliJl (JijaibU ^agjaill (Jji j£j| j AjLlall <LajlaIl j*-a Ufr 3 

."3u^" 

.A-ojlill ^ dilj£ill Aid ^^Ic. "3 (jl Ja-dll (jnWi ^aJJ 

.diljAflll d^J *UW <ajU]| £ j\d jd-a jfcl 4 

.^Ull ^yuJa ijiill ^uai^)]l ^3 Ld AaUffl ^Jaj (jl i t i^j 

ji>uaS3l 

jj $dh jdluia-i Sub j t“^N 

j^bd ojjj'l 
dalajl Jjla2k s i) 
^ajUdlq 

^3) %a fid] 
jgjuijl LjlhSJ JUt] 
dl£ jd^^dboUdjldll'l JJjdLAJ 

.dloball (j-a Sj^Vl Sjaill ^ J IjVl jlnmti Ajld ^ jail 5 

j£j| "Ja-aiSl" (Jiuabll wall (jji j£j| t M (j^nJJ W dll jS^\ JaJjjoi ^^Ic- 6 

."1 (jljJC-" OJS 
. JadL S jaill -kdll (joJaJ ^ 

AjLfkoj did ^ 31 (ju^nll All jV "g^IjS" jjll (jjJ* ^ J^Vl JaJ^j 7 

■ 0*1 

. d/Li jlx*d! (j* Jj^ydl C lUKll .1^ tdlua-all (j-a Sju^Vl Sjiill ^ 8 

(jjji jij| "Jadll” £Jj-ail (Jiuibll ^jaill (jja jAjI ^^j ^ oiSj 11 dllj^Vl (_5^C. 9 

."3 u'^" 

.(J-adlU Sjiill ^^Ic. -Jaia J^a-all (j-ajll ^C- Jadll (jjlJal ^all 



jaVI (jjS j£jl 4 n jjjaj" AdUII 
dljfla Jc. Jalaj^l "jl jSj" 

(J .j-odllj dLudl ^ daJ bUs da 
S jflill ^ Ajjj (_^ill Jadll jdadJ 
jl y\j]l Sjflill (Jj9 Jfijl (*J ‘ JjVl 
■ F4 jt Ctrl+Y Jaidat j UjJa. 

^jjUI 0 j* j.liiaul 
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-CkiUL (Jji 4 -uLjlaj f jil iyJUill gj 

."^ULil Ji Ajjl*-o" jjll Jja jiil "^Ua" a I jjVI lyj-i Jc 1 




OJ* jailj "Sia-S. Jji' >' ."ieUJI Ji fcjU-" OljjVl Itfji Je, 

.Aa.1 j Cij ^ jJJai-a (J^J^ L? jl*i' gj <^1311 jjll 

_S.iA.ljll !_ya jc. J] Sjj*ll "S-IaIj 4 ->k . V j jll JjB jiil 



."(jplc-]" (jj3 jiil M 4x. Lilal! (Jja 4jjljta" tlllj-lVl iaJjji (jic. 4 

.Ailuiall (jjLoJI jSaj*ll J) Word Jtasl-ijJ - j*J J "ic-lllall <Ji 3 4 jjUta" ^JJ 

.Jljll jjjaall 4 J 'V'-A ' Lk jlia i aL&SI I J ' hji-J 




. juii ^jj j-<u]i (jiaSy tsijji 4juiia ja £ ' ) 



4 Mil mi\I 4 mi' Mill 4 jUjj j L_Laj 
Sjliniall j£j j l jjj _liA 4j-iajJ*-ail 

jjll jja jiil <Sj*Ui 



(Jji 4 jjUa" _j jniiia 4 X.UU 

"4r.l iU" jjll jji jij| ."4rJ jUll 

4jjl*a" CjljjSlI .kjju Jc. 4 >?■ jail 
"4C.UUI Jji 




mm 
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(JjjIa .Word *Lc.l_±]ai 

JL^JI ^HjoiaII ^k oJ j-all diL^ij^all qa oA^.1 J 4_kjaij <C.Ulal "^c-UJa" j^]| 

Lai ^Ja 1^\ 1 \ ^jjjuiaII A p-l <L» AJ^)J 1 A^<n. 4 < i nl i a 4 q <^ jL«\ l oJlAj A \ > >» l^y<a^l AjljL^II ^al»l^Iiujlj 
La Ijji ."^c-lda" jlj^Jl £J^a <Lajlall ^l.^*nnl (>5 lc> .lajau ^^^3 <_£^)^.Vl <aj^)Jall 

qa ■li.H'il "ic-Lda" j| £j^a ^I^JLoil 4-*Vi^<aj tdaL^L-all qa ^Uai <£.L±La jl AW,a 
ij (J-al^lL AiLoiaII <c>Llla j^jjd 4 Jtlall (Jdiuj ^Ic. _dll^l_l^Jl &AA 

_JaS3 6 <£.l_ilal "^Lc-lda" jl j^Jl £J^)-a ^lA^lLail 4-*Vi^<aj 4^) I 

jl j^JI £Jja J "A^LJa 11 ^Ia^ILujIj 4_C.I±Lj ^ic. l_1jJjj 4 jLllI (jj^ull ^k 

L'aa Saa^a ^ a c- A < L \ ^^3 l 1 l <^- l < L** 

."^frliL" j|J>Jl Jjja jajl "^La" dil jaVI Jajjjoi ^.5^. 1 

A,y>i\y£i\ AjuUall ^gic. JlaJl AiLa-all (ja oA^.1 j 4ahiI <clfla ^jj 

. Vn i. i^l l qa JjVl 4-aix^all g-i jlS-a i^i ^ jiil 2 

."■Ic-llL" (Jj 3 jijl l"l_ilo" ‘Lajlall Jj-xs 3 

. "‘Ic.LiL" jljaJI £Jj^i 





<bolkJI 


]^\\SAYED-FARAG\HP Lase 


srJet 4 ^ :a^^1 

<Uk»o :<Ubdl 

HP LaserJet 4 :£gj| 

LPT 1 : ijsgjoJl 


...<i»U> lijuJ 


iAJLo ljJJ <ULi> r 

^9* e'9iji r 


ev^Ji 

l&UliJIiJf 

ftajill irtjjjJ R? | p| | p| 

tf \J 


Obra^JI i_9Lkj 

jsii (? 

jjjiaill f' <UllaJI ibta^JI f~ 


jOLtA-^JI ^ 

<U&^oo obtA^ (iUaJ gf/g obti^> jolSjf J>^l 
1Y- \ tTtO : JUjo . J^lgAi 



<Lxi^> :<ii)9JI OLxSxoJI 
AO^iusi I^J9JlA«">< 



ET 



JlkJI olaa-aislS 



IuLUIuIa 

:4£Lt 



jjd\)I >felj | | ^9ls« ~~| 



iuliJI yj, SaJa\ j^VI iulUl 
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/'(jjal jA n jja Jl\ ^'AjllaJl jLaJl (JjS ^'dllaij-all (jUaj" ^JaLall ^ 4 

..VlU^ll ^jV I <C-LJa ^JJ 

.Contoso, Ltd-i^ ^ j* JjVl SjiiSt ^ 5 

."^frlila" jja c"<— ftLa" A-Ajlill 6 

> "<C.U3a" jljaJl 

."^al ^a" (jjS 4 "^311" jLaJl jjS jajl i'LLll^jL-ail JjUaj" ^JaLall ^gk 7 

. AW .all (j-aill 4 £.LlL ^jj 

(J* (J^Ia 

djIjjAiJ I. i.'lgl "^JaSLaJI" ^l.^nat <Lli iS j j jtjjij ji (j^aS (jg_)Iaj 

(JjS AiLiLall 5jjl*-aj Igjiulajj JaLaj^l ^l.‘'-*» nal Ajjj£ t'lali' tliili j I^A (jc. !)L^aSj .a-Haia 

,4'\< -GcULj 3a-.l,Ul 

ijllill Jj (Jtiij^M j AjuLLall L-1C.JJ tluS I il 

"jaia." jjSI jjjS jijl 4 ,, t _ ? j-ulia" ClljjVl iaJJai (jlc 1 
.> aLoAt L$ \c. l& jt ja.1 j^alt diljjj»‘i\l La^ ; Word 

.l_iLa]l "(jplc.)" (3 j3 jiil l"l_ila" 3-ajUJI jj« 2 

.4 — fiLall Lpleb Word j»j*j 

La eljaAj j»i 4(_JJ^.S (_>a Jjj jjJl (Jlajj^l J 3julia]| ^ 1 —lC.jJ V tlu£ lil 
"Jiia." jjSI jjjS jiil 4 ,, t _ ? j-ulia" 4llljjVl -lajjai (jlc 1 

.4—flLail ^ Ujlja.1 ju 4j|j ; uijJI iiaj Word ?jk 
."cPN" jj3' tij® j* 3 ' ‘Word J-H t> (jLuil 3 jjUI 3jjI jSI 2 
.Word ji &te-\ (4; ^ LP^b Word j»j*j 

SA& Jc. JaLajVl (jnlnl (ja c*\i^.aj ^JjlLall Xc. j*y * j jL-aJ^.VI ^ULa jA La 1 

?AalUla JJC. dll jia 

4l^alj (j-aill <>> AlAaJ <_>** a! (jjia j^3l 2 

^jjLalj^il jj^Ja <j-a A^liill c^li^^j L_ki£ (AlLoball Ax-Ula (Jja 3 

?Jadll jA La 4 

(j-a AlAaJ Ja^Jl ^jjiln*!l 1 /al.Wnul c^li^^j (jUBl ^jUL^Iall La 5 



^ 1^jc.UL Ajjj ^1 4ad-a]l 

Cjlai-a ifrUki "^frUL" jljaJl 
aVw.'aII (jjJ te^AxlLo 
(Jxoii Jjl (djlaix^]l ^ISjl 

jl ClvLuaUll ^l^aluiL 
(j a (Jx^lo (jUaj ^gJc. JajxJl 

ft J L-uStJ ^jl til'll.) iJllall 

1 ,3,5 : j^ili Jc. dUi^li 

6-4 ji 
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^"Office ^liaLa." gj i>= jc cdjL«j i_L£ 6 

?4i_uUj (_j^jSI jj^aS jjj (jjill b> 7 

?Word ■'i ~^» ■'•« ^ (jilS jjjsj i—ijS 8 

4JaLAJ 1 ^jjjLaall 

Invitation 03 .Word 2 -®b ji tal ‘ s JJJ^° '^] :1 

j»S . J-al£iU . Vn i u o l l (j-aj .Part III -da-dl <Ja.b LeSSOn03 -da-dl <^3 Jja.ja]| 

bJJx ‘ ail L_a^)a.Sfb 1 . 3 jp^ A 20 ~ ^ .' Jaaj 3aJ (j - ® 

^ij Jj.ajll (jLZJIj (jLa jJI I Jic-lo l—ul jjiuJI -2-ia. j (jjjl (jjlj 

.Garamond J“JI J! A ^4 o-^' j±“4 A -o^j^ 16 uj^ MP-? 1a 

AiLjail Jaia.1 Ajlubdl (ja “it ^Jal ..Vnm.a'l J) tliljaa djitj ja.1 (Jaj| djja.1 j 

.Part III Aa-Jt J^b Lesson03 ^ Invitation 03 ^4 

Ab>V f3j Iaa ^"'aKu.J caIaiLuiaII a 3 ^ial \2 

AILaa!! ^ SAa^a Sjxo]! aAA (Ja Util ia eljj^.1" _jjll (3° AjA^jI Word C5^ 

LkjjLo AILaa!! AIjjI ."l-JjujLLq «. I jl^.1" ^A^ajoil coAi <Lo Cl±jl£ lilj A_1a9 (_£a1I 

.^Ull "(jjjAj]l" ^k <AAaJLaiJ 

jl£ IjJ tljjAl "Office 4 V .1$ ^ uilj ^»9j AUjuiaII qa SAAxIa dll^a JA^. :3 

^9 ^ua AlL £_Aa j C_JJJ^)J Ja^.V ^cjolAJ $.\jjt _^(AI1 a 1 AlLiA 

^ jflj LoAic. 4^1^'! diljLa^JI Lo ?<-Ajla]| i _ 5 lc-l (_$! ^ Ia^I ^.\1 

^ h^l V M (J£]1 ^I^Vnul (_5^ toll 

"Office 

."Jjuinll (jp> <■ \k!& n ^al^-dl ^3^ *■ ^ > rtU c^ijaII lAA ^ ^LIaS A&l ;4 

jlj^-Sl dllsu^A AjAaal diUaljjjVI J 

flg-dl ^ ^ SjliloiVI (JA (j^AJ ^ j£a ^3^. ^JA LgJ] 

3_^. a^ 3^^ Word C 5 ^ "cAULtj" q\A ^a^iLujI .Word 2 ^- 0 ^ ^Ia^LojI ajc. Iaa 

AjI Jai^. "jJjU]! 11 lA\'\s ^al j'g\l <^Akd CIiaS ^aII AILaaII j^lc-U ^9 < C!jI jjaII Alii ^IaAALujI 




